
1. Once the student has uploaded the thesis, you will 
receive an e-mail notification. 

2. Click on the handle or URL within the e-mail. Verify 
whether it is the final copy of the thesis. Check that 
the title page contains the correct information, and 
that the declaration has been included. See Pre-
pare Document: http://library.sun.ac.za/etd/
english/prepare.htm 

3. Once again sign on to the staff portal and go to: 
Teaching and Learning >> Manage Stu-
dents  >> Theses/ Dissertations >> Submission 
Theses/ Dissertations 

4. Reject thesis if applicable, or Approve. Indicate status of 
thesis, e.g. whether it should be treated as confiden-
tial, or if any other restrictions apply. Theses under 
embargo should be submitted to Senate, and proof of 
consent to be submitted together with the thesis or e
-mail proof to scholar@sun.ac.za. 

5. Once approved and processed by the library 
(following the graduation ceremony), the thesis will 
be made available on SUNScholar for access by 
others.  

 

 
SUNScholar: scholar@sun.ac.za or Tel. 021 808 9139/9046 
Portal: hj@sun.ac.za or Tel. 021 808 4577 
IT Help Desk (passwords): help@sun.ac.za or Tel. 021 808 
4367 
InnovUS (copyright/intellectual property): 
info@innovus.co.za or Tel. 021 808 
3079/3826 
Language Centre (editing & layout): http://
www0.sun.ac.za/taalsentrum/index.php?
id=1 
AFRICAN SUN MeDIA (printing):  
http://www.africansunmedia.co.za  

Look and feel of document  
 
Font: Arial or Times New Roman 
Font size: 10pt or 11pt or 12pt 
Font colour: Black 
Line spacing: Double, Single or 1.5 
Borders: 2cm width open around all text areas 
Paper Size: A4 
 
Convert your document to pdf 
 
Convert your document to pdf, and save as a single file with 
file name:  
surname_firstwordoftitle_year.pdf e.g. 
smith_analysis_2011.pdf 
 
Pdf-program 
 
Use CutePDF or any other pdf program. CutePDF can be 
downloaded free of charge from http://library.sun.ac.za/
etd/english/download.htm or directly from http://
www.cutepdf.com/products/cutepdf/Writer.asp 
 
Guidelines for pdf conversion 
 
Visit http://library.sun.ac.za/etd/english/convert.htm 
  

  
URL: http://library.sun.ac.za/etd/english/submit.htm 

Once you have been nominated, you will receive an e-mail via 
your SU webmail account that the electronic submission 
space on SUNScholar has been prepared, accompanied 
with a link where the submission of the thesis must be done. 
Click on this link or "handle" and follow the easy in-
structions.  

Alternatively: Go to www.mymaties.com  >> My Stud-
ies  >>  Submission of Theses/Dissertations  
 

Step 4: Study leader/promoter/

admin. staff approves thesis 

Guidelines for the  
electronic submission of 

theses 

U R L :  h t t p : / / s c h o l a r . s u n . a c . z a  
E - m a i l :  s c h o l a r @ s u n . a c . z a  

Useful Contacts 

SUNScholar  

Step 3: Submit to SUNScholar 



 
URL: http://library.sun.ac.za/etd/english/
nominate.htm 
 
Only final versions of theses are to be submitted - in other 
words all editing, examinations etc. should be completed be-
fore the student can be nominated.   
 
1. Sign on to the staff portal :  

http://my.sun.ac.za/  
 

2. Go to: Teaching and Learning >> Manage Stu-
dents  >> Theses/ Dissertations >> Submission 
Theses/ Dissertations  

 

 
SUNScholar is the name of the digital repository for com-
pleted research output produced by members of the Univer-
sity of Stellenbosch research community. 

The initial repository (SUNeTD) hosted theses only, and was 
established in 2008. SUNeTD has since been redefined and 
evolved into SUNScholar to address changing needs within 
the research community. SUNScholar (established January 
2010) is used to host and preserve primary research output 
(research articles, conference proceedings, books, chapters 
from books, theses) as well as secondary research output 
(special material, video clips, sound clips, data sets, images, 
maps etc.) The research output of any University is regarded 
as its most valuable asset. 

It provides open access to our research to researchers from 
all over the world, which impacts on our research being 
more visible and therefore cited more, having a greater im-
pact in the end. According to studies conducted (Jones, An-
drew and MacColl 2006) “open access papers are read more 
widely, and, therefore, cited more frequently. The conse-
quence of this is that they have greater impact.” 
 
By submitting your thesis, we guarantee that your work will 
be digitally preserved. Digital preservation refers to a set of 
processes and managed activities that ensure continued ac-
cess to your research output in years to come, at the same 
time giving you the opportunity to enter the world of work 
by giving you the necessary exposure. 
 
This brochure will provide you with the necessary guidelines 
on how to prepare your thesis for submission, how to con-
vert it to pdf, and how to submit your thesis. In the end it will 
be made accessible via SUNScholar: 

 

We wish you all the best with your studies and future career! 
The SUNScholar Team   

3. Nominate the student by means of a student number.  

4. The student will receive an e-mail via their SU web-
mail account that the electronic submission space on 
SUNScholar has been prepared, accompanied with 
a link where the submission of the thesis must be 
done.  
 

URL: http://library.sun.ac.za/etd/english/
prepare.htm 
 
 
All theses which are to be lodged with the University of Stel-
lenbosch shall be required to contain the following (sequence 
might differ from one department to another):    
 
Title page  
Declaration 
Abstract (max. 500 words in English)    
Opsomming (max. 500 words in Afrikaans)    
Acknowledgements    
Table of Contents    
List of Figures    
List of Tables    
Content (E.g. Chapter 1, Chapter 2, etc.)     
Reference List (Referencing Techniques or RefWorks)     
Addenda (E.g. Addendum A, Addendum B, etc.)    
Figures (E.g. Figure 1.1, Figure 2.1, Figure 2.2 etc.)    
Tables (E.g. Table 1.1, Table 2.1, Table 2.2 etc.)  
 
Templates for the above are available from http://
library.sun.ac.za/etd/english/prepare.htm 

What is SUNScholar? 

 
In accordance with a decision by Senate in 2007, theses and 
dissertations are to be submitted by the student to SUN-
Scholar in electronic format only, from 2008. No hard cop-
ies are required to be handed in from 2008. For hard copies 
of theses prior to 2008, please search the  
Library Catalogue. 

For exemptions please contact the Office of the Regis-
trar: 
Jan du Toit 
E-mail: jgdt@sun.ac.za  
Tel.: 00 27 21 808 9137 

Requests for electronic versions of theses published prior 
2008 can be forwarded to scholar@sun.ac.za. These theses 
will be digitized and made available on  
SUNScholar. 

Theses should be created according to  
the instructions as set out in the General Yearbook Sections 
5.7 and 6.9. 

http://scholar.sun.ac.za 

Policy of the University 

Step 1: Study leader/promoter/
admin. staff nominates student 

Step 2: Student finalises thesis for 

submission 


